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MEMORANDUM FCRi Chairmen# Pro.'^ct B?viev Commit tee 
THRU l Deputy Director# Support 


SUBJECT 


j Submission of Project Outline Providing for 
Expansion of the Ajeney Record r Center 


S'i 


Attached for consideration of tie Project Review Committee ia 
detailed information covering the pr sposed project providing for 
construction of an addition tn ^he Aje. cy Records Center. The estimate?! 
cost of the project ia 


25X1A1A 

| 25X1 A9A 

(Thief# Management; Staff 


ATTACHMENT t 

Detailed Project Outline 
CONCURRENCES: 


^i^e -rrs ffiss mz 

Director of Security 


25X1 

Director of Coarmnlcatioiis 


TJrEe 


Edward 8. Saunders 
Comptroller 


Bate 


25X1A9A 




jmrKnss&t i &n 11 1 

Director of !Logi sties 


TO 


Approved for forwarding to Project Review Committee. 

JSPfe 

Deputy Director (Support) 
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ms 

Subject: Proceed expansion of CIA Records Center 
Sub-Project Cryptonym or Identification: HA 
Amendment Ho , HA 

Orlgl eating Organization: Management Staff 
a* Chief, Manageaent Staff: | 
b. Chief, Records Management Staff: 

Target Area: HA 

Type of Project: Administrative and Departmental only 

25X1 AID 

Funds Requested: 

Current Status: Present Records Center vas constructed after 

apprbwal of -Project Review Cornel tee and has 
been operative during past fiscal year. 

Propo s e d expansion of the Center has been 
a p fer OTe fl In ‘principle by the Deputy Director, 

BU^pU* b • 
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25X1 A9A 

25X1 A6A 
25X1A1A 
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2 . 


OBJECTIVE: To provide an additional 30,000 sq, ft,, of storage spa ce 
by April 1957 at tlte Agency Records Center [ 


ORIGIN AND POLICY GUIDANCE 


25X1 A6A 
25X1 


a. Origin. Project Outline for construction of a CIA Records 
Center (St5-l8l7) dated 25 Jar. 1954 and approved by DCI 
2% March 1954 

b. Whence proposed. In Haadq arters. 


SITUATION: 


a. The project outline approved by the Director on 2k March 

195 % provided for 21,290 squa re feet of storage space and 
authorized the expenditure of | ? or construction 

work and the preparation of plana and specifications. 
Included in this project outline as ap pro ved was the antic! 
need for expansion within 5 years and an eventual need for 
a Records Center containing a total of 60 to 70 thousand 
aq. ft. of floor space. 

b. The construction of the Record s Center was completed in 


25X1A1A 


April 1955 at a total cost of I jaod was occu- 


pied on 20 April 1955 • This building provides 21,200 
square feet of overall space of which 17,812 square feet 
ia for the storage of records. 

During the past year of occupancy the rate at which inactive 
raoords have been and arc being received is more than twice 
the anticipated intake. The new increase in storage require- 
ment*, taking into consideration the destruction program, 
Indicate a that the existing building space available for 
storage of additional records will be exhausted by April 
1957. (Appendix A) 


25X1 


25X1A5A1 



been 

(Appei 


d in principle by the Deputy Director, support, 


%. PROPOSAL; To construct and equip an addition to th e Records Center 


25X1 A6A 


at 


consisting 


of agproxlrateXy 30.000. so. ft» of floor area at an 
estimated cost otf | (See appendix C) 


25X1 


5. OPERATIONAL OUTLINE; HA 


a. flub proposals or "taste. " HA 

b. Key personnel. HA 

c. Indigenous groups and/nr leaders. HA 

d. Target groups. HA 
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5. OPERATIONAL OUTLINE: COBTD 

f . Graphic illustrations . NA 

6. SECURITY; 


b. Knovled geab 111 ty . NA 

c. Operational security. I1A 

d. Risks. NA 

e. Personnel disposal. NA 

f . Disaster Plan. NA 
. COORBINATXOK : 


a. Relation to ot her projnntn. The operation of an Agency 

Records Center | |ia directly 

tied to the CIa jawmsanoy run ae vei l as tne "storage of 
vital documents which are now located | 

b. Significance within over -all program in area . NA 


25X1 A6A 
25X1 A6A 


c. Extent of coordination. ISA 


6. CONTROL: 


25X1 A6A 
25X1 AID 


a. Mature of. The technical supervision of this facility 
reata with the Management Staff because it la an integral 
part of the Agency’s Records Management Program which must, 
of necessity come under the direction of the headquarter s 


nn 


supervision, award and administration will be performed under 
the overall supervision of the Real Estate and Construction 
Division, Office of Logistics. This division will assign a 
resident engiiceer to the field to supervise the construction 
contract . 


b. Administrative plan. Not required. 

c. Reports. Internal administrative reports will be required on 
volume of record® on hand, received, destroyed and number of 
reference services. 


9. BUDGET DATA! 

a. Total overall CIA funds required for Fiscal Tear 1957* 


25X1A1A 


pf unvoucher el funds. 
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9. BUDGET DATA; CQKTD 


• »*• 'V 


25X1 A6A b ‘ 


Availability of CIA fundfa required. This item was specifically 
budgeted for the propose 

195w> budget. Ai ttOtea ipmer ,jc atjuve -ue aval lability oi 
storage space 1# decreasing at a rate that necessitates request!*?* 
allocation of funds in this fiscal year. 


25X1 A6A 


c. Hon CIA Funds . KA 

d. Foreign Currency. HA 
e 


25X1 A6A 


Fundi ncr. To be wade available . 

** ’ to be acoounte iTfor in accordance vlth eet ebilahe 


financial accounting eydtera for 


25X1 A6A 


f. Financial history . Cost of personal services 'or operation of 
the Records Center aaouitefi to *55,722 in fiscal year 1955 and 
$56,00? in fiscal year i?%. 

g« Tutoe requlreoonts : It is esti oated that the proposed expansion 
vill provide adequate storage for approximately 10 years. It is 
estinated that the Agency will ultimately require a Records Center 
of froo 60,000 - 70,000 aq. ft. {Appendix A}. 


10. SUPPORT DATA) 


25X1 A6A 
25X1 A6A 


1 CIA personnel: 


Administrative support for this facility at 
Is available. (See concurrence of 
l) Real Estate and 

TB 


OoMtructlon Division, pin oe or cuts available a 

capable Engineer who wi?l be assigned Resident Engineer in cha 
of construction. 


b . Material . HA 

c . Communications . HA 

d. Other CIA support. HA 

e . Support required fror other United States agencies. HA 


11. caSSlRAL C0N8TEERAT I OHS J 

a. Current status. Record^ ere being received in the Center at a 
rata th a t will exhaust inva liable storage space by April 1957 . 

b. Commitments . The Reeorrtn Center is committed to supporting the 
Records Management Prom*® of the Agency by receiving, storing, 
servicing and precerviqg or destroying inactive records fro® all 
orraraisational elemer.to . Recently developed requirements in the 

and W/l areas have contributed to the present increased 
rat* of growth. 
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11. 0WE8AL C0S8HERATI0NB : GOTO 

o. Effectiveness . As pf 30 June 1956 the Center had on hand 

87,903 cubic feet of office records and finished Intelligence 
materials . This would require for office storage 3W8 safe- 
type cabinets valued at $1,095,232. When filled in April 
1957 it will contain to, 000 cubic feet of records Which would 
be equivalent to the volume of 5000 safe cabinets costing 
$1*570,000. 

d. Anticipated results, The proposed addition to the Records 
Canter of $0,000 square feet will house approximately 
60,000 cubic feet of records. The ratio of 2 cubic feet 
of records for each square foot of available floor space 
&eets the atniwuB standards established by the General 
Services Administration in the operation of 10 federal 
Records Centers . 66,000 cubic feet of records is equivalent 

t© toe volume of 75$9, ^ drawer , legal size safe cabinets 
valued at $2,355,000. 

«, I valuation. The effectiveness of this project after con- 
struction could be evaluated by the cubic feet Of records 
received into the Record* Center and the number of filing 
cabinets and amount of office space released for other 
purposes . 

f. Policy questions, The only question of policy is approval 
of funds for construction. The proposed construction 

is necessary to maintain compliance with the federal 
Records Act (Public Law ?5 J 0 and provide adequate pro- 
tection for the Agency’s records. 

The resulting economies sufficiently Justify the use of 
these funds. 

g. Congress . Hie Agency should be able to Indicate to 
Congress its compliance with the federal Records Act 
(Public Law 754). Security -cleared representatives of the 
General Services Administration responsible for the 
government-wide records program are in constant touch with 
as In regard to the development of CIA’s Records Management 
Program. 

h. . Extra -Agency action. NA 

i. Proprietary aompenies . NA 

j. Special considerations. NA 

k. Liquidations. NA 


-5- 
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S0ECORD8 CKH TE R CAPACITY REQUIREMENTS 


1. With the addition of 30/000 sq. ft. of space, total capacity of the 
Center will be 100,000 cubic feet. At the present rate of intake and 
net growth Of Center holdings thla apace should be adequate for approxi- 
mately 10 years. 

2. On 30 June 1956 the Records Center had on hand 27,903 cu.ft. of material 
which is 654 of its total capacity. These records were received from 
almost every office and are distributed by volume -among ®a, 1 or components 
as follows DCI 22 cu.ft., UD/8 5906 cu.ft., BD/P 5004 cu.ft., m/1 
16,971 cu.ft. (includes 11,247 cu.ft. of finished intelligence material.) 

3. The Center received material during the purled 1 January through 30 .Tune 
1956 at the rate of 6 l cubic feet per writing day. This is wore than 

■ double the experience of the previous ^ * n J 

recently developed requirements in the ffi/r and W/i areas indicate that 
the present rate of growth will continue during 1956. At this rate 
it is estimated that the present Records Center space will be exhausted 
by about 1 April 1957. 

4 ■ The destruction of records held by the Center is increasing gradually 
eaeh year but this will not offset the increased rate of receipt. 
M ate rial going to the Center is responsive to a records control schedule 
developed by the Records Management Staff and the office concerned . 

These schedules show retirement dates (to the Center) and destruction 
fS&tA&e Tfal$ fiscal year ov©r 2$00 cubic fact of umtarial HM cither 
destroyed at the Center or returned to offices concerned for screening 
and destruction. 

5 , It is estimated that the Agency has 110,000 cubic feet of records in 
«etlve files. Records control schedules covering 70,55® «2® lc feet 
76§4) of material have been prepared. Of thla amount 19.54 will be 
retained permanently and 80.54 Tept from one to 75 years. About 4/4 
of the temporary records fall within the 5 to 15 year ratention period. 
Consequently no appreciable increase in rate of destruction will occur 
for sow tin*. 


6 . Since a certa in per cent of ail records created oust be retained 
permanently by the Records Center sa the Agency Archives, the total 
holdings of the Center over the years will always be increasing. This 
rate at increase way vary/ and it could occur that during a particular 
year a balance would be struck between records received end records 
destroyed . However, by the very nature of the operation no permanent 
stabilisation of available storage space can be achieved. 


Appendix A 
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C OH 


13 June 195? 


MEMORANDUM FOR! 

SUBJECT; 

Deputy Director (Support) 

Expansion of Record Center | I 

a 


REFERENCES: 

(a) 

Submission Of Project Providing for 
CewtruetiOo of an Agency Record Center 
dated 25 Jan 5k (ER 5-1817) 


<b) 

Memo to Ch/lanagement Staff fr Cli/Recorda 
Management Staff dated Ik May 5? 


(c) 

Memo to Ch /Management Staff fr Ch/Records 
Management Staff dated 25 May 5? 


1, This memorandum contains reeo»ro*niatlonB submitted for 
BD/g approval. Such recommendations are container in paragraph 7. 

3. By reference (a) a project outline was approved by the 
Director on 2b March 195k to provide 21 .220 squar e feet of storage 
space and authorized the expenditure of [ for the construction 

work and the preparation of plans and specifications . Included in 
this project outline as approved vas the anticipated expansion of 
60,000 to 70,000 square feet within the next 10 to 20 years. 


3* The con s tructio n of the Rec ord Center was completed Apr i 1 


1955 'at a total cost of | _ 
Center on 20 April 1955. ^ 


, and was occupied by the Record 
is building as constructed provides 


21,290 square feet of overall floor space of which only 17,812 square 
feet is available for the aetual storage of records. 


h. During the past year of occupancy the rate of which inactive 
reeor&s have been and are being received is more than twice anticipated 
expansion as originally planned. The net increase In storage require- 
ments, taking Into consideration the destruction program, indicates 
that the existing building space available for storage of additional 
records will be exhausted by April 1957. These facts were presented 
to you infernally by reference (b) and (c) which contain more detailed 
information and are attached herewith for your information. 


5. As a result of the above, it is essential to construct 
additional storage space for these inactive records to be available 
not later than April 1957, if possible, since no other adequate space 
is available for this purpose. 


25X1 A6A 
25X1 A6A 


25X1A1A 


25X1A1A 
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6. Dae to the urgency of the situation, I have contacted 
the leal Estate and Construction Division of Logistics for advice 
and reeoamandations. They eetiaated the A3£ costs to be §17*200 
and the construction cost to be $360*000, It was their recommenda- 
tion that ASS funds be made available at once for preparation of 
plana and specifications if occupancy of the completed structure 
aas required by April 1957* since delays say occur due to weather 
coirfitioiiB usually experienced by contractors during winter months. 

7* It is therefore recowmfnded that advanced approval of this 
Project for the addition of 30*000 square feet be given in principle 
and that 195© fiscal year funds* not to exceed $17*200 be authorized 
immediately for the award of an . Am contract to prepare plans and 
specifications. Ho difficulty is expepted by the office of Real 
lataie and Construction* Office of Logistics in obligating these fund® . 
A detailed project outline requesting authority and funds for the 
construction work will be submitted in the near future , 


/*/ | 1 25X1 A9A 

Chief* Management Staff 

Enclosures* 

Be fere nee s (b) and (c) 

CQBCURHlNCESj 


srx WWWUiUUJ.UW U1VJ.1W 



25X1 

25X1 





for tlie proposed construction in their 



garrison 

glitics 
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COPY 


Ik May 1956 


Chief, Management Staff 
Chief, Record® Management Staff 


Expane ion of Records Center 


1* On the 30th of April the Records Center had on hand 
26,225 euhle feet of inactive records, 6556 of Its total capacity. 

Thaee records were received from almost every office and are distributed 
by volume among the three major components as follow: HD/b, 5,632; 

2©/E 3*759, and W/l, 16,83 4 (includes 11,305 finished intelligence material) . 

2. The rate at which Inactive records are now being received in the 
Center, an average of 53 cubic feet per work day for the past 4 months, is 
more than double our experience for the previous two years. This experience 
ant recently developed requirements in the w/t and W/l areas indicate that 
the present rate of growth will continue during 1956. 


25X1 A6A 


3. The destruction of records held by the Center is increasing 
gradually each year but this will not offset the increased rate of 
receipt. I estimate that our present Records Center space will be 
exhausted by about the first of April, 1957. I propose, therefore, 
that the Records Center be expanded by 30,000 square feet. 25X1 A9A 


_L I have disc ussed this problem with 


3 us sc d this problem with 

representatives of the Heal Estate end Construction 
Estate and Construction Division will £i#»veian 


- 0 IVISTOU 7 me MKT J Eatate and Construction Division will develop ..plans 
and specifications when our need is officially made known and funds for 
architectural services are made available. 


5* The Records Center project out! ins approved by tee Director on 
24 March 1954 anticipated expansion within 5 years. The attached chart 
•hffirs the growth of the Records Center program from 1951 to 1956. Safe 
file cabinet* to house the records now in the Center would cost over one 
million dollar* or about five times construction costs. 

6. Representatives of the Seal Estate and Construction Division 
adviee that we proceed as soon as possible with our plans In order 
to mate the additional facilities available by the time that they are 
required . 


25X1 A9A 
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25 May 1956 

Chief, Management Staff 
Chief, Records Management Staff 

Expansion of Records Center 

X, This supplements my ■eejorf rdusi of 14 May, Undoubtedly, 
you Coloat - * White will be interested, in some data on the 
destruction of records by the Cents r . 

2. Material going to tbs Center is responsive to a records control 
schedule developed by us and the oTrico concerned. These schedules show 
retirement dates (to the Record Center) and destruction dates. On. 30 
tSSSTS CoU flMftVr’tatf of a total of km <*Mc feet 

of tveorde. This fiscal year over HfOO cubic feet of holdings were 
daatrcypd Bid the rate of Instruction is equivalent to ?5$ of our 
receipts for the same period . 

a It is estimated that the Agency has 110,000 cubic feet of 
record© in active file©. Records -control schedules covering 70,556 
cubic feet ?o54| of material have i»en prepared; 19*54 on these will 
be retained permanently, and 80.54 Rapt from one to 75 years. About 
474 of the temporary records are it the 5 to 15 fear retention period. 
ConsequentlyTwe cannot expect any snpreeiablc increase in destruction 

for some time. 

4, Rina© a certain per cent if all records created must be retained 
ceraaeently by the Records Center as the Agency Archives , the total 

w i fl -i nma of the Center over the years Will alwasy be increasing. This 
rate of increase way •vary, and it ‘ eould occur that during a particular 
vear a balance wmSlt be atruek between records received and records 
deadwecfed* However, it is aethers tically impossible by the very nature 
of tte operation to maintain this stabilisation between intake and deatruc 

tlon. 

5, Aa noted above vc entimete the Agency 1 ® retirement program to 
be 654 activated. All major offices have transferred some records to 
th* center except Security which tea destroyed some material in their 
offices and is earmarking others for early transfer to the Center. 

6, Sven tho-ufr we complete rchedulec for the entire Agency it will 
taka abou t ten years for the retirement features to become active enough 
to reach an Additional 100,000 cubic feet. Of this total we estimte 
that about 33,000 cubic feet will 1 he destroyed, leaving us 67,000 
additional cubic feet at the Center. The small existing leeway at the 
Records Center. 13,000 cubic feet ; together with the requested 60,000 
cubic feet, ought to take care of m for the foreseeable future . 


25X1 A9A 


SECltff 


oved For Release 2002/08/26 : CIA-RDP70-0021 1R0001 001 90039-7 


APPENDIX B 






